


 
 
 
STEP # 3.  Click the “I AGREE To the Above” button and the following screen will 
appear. 
 

 
 
 
STEP # 4.  IF you DO NOT see the above “exact” screen STOP!!!!!  Click “LOG 
OUT” on the banner and close out your browser and email 
sbunting@navyleague.org. 
 
 
 
 
 
 



COURSE ENROLLMENT 
 
STEP # 1.  Click on the NRTC Enrollment icon and the following screen will 
appear. 
 

 
 
 
STEP # 2.  Enter the ssn of the cadet and their first and last name and then click 
the “Proceed” button.  A list of courses will appear.  To see more courses click on 
the word “Next” and the remaining courses will appear. 
 
   

 



 

 
 
Step # 3.  To register the cadet for a course, click on the “Register” button along 
side of the name/description of the course.  For example: click on the “Register” 
button next to NAVEDTRA: 14325 Military Requirements, Basic (BMR) and you 
will receive a message confirming the cadet is enrolled. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



COURSE GRADING 
 
Step # 1.  From the menu click “Grade Assignments” and the following screen 
will appear. 
 

 
 
Step # 2.  Enter the cadet’s ssn twice and click the “Proceed” button.  The 
following screen will appear. 
 

 
 
Step # 3. Click the “View/Submit Answer” link and the following screen will 
appear. 
 

 
 
Step # 4. Click the link “Submit Answer Sheet” corresponding to the assignment 
you intend to grade.  DO NOT grade the last assignment first!!!  IF you do, 
the system thinks you are done grading assignments and give the cadet a 
failing grade.  The following screen will appear.  (This is only a portion of the 
answer sheet) 
 



 

 
 
Step # 5.  Using your mouse, click the radio button corresponding to the answer 
given by the cadet.  When “all” answers have been entered click the “SUBMIT” 
button and the following screen will appear.  (This is an example.) 
 



 
 
Step # 6.  Repeat Step #4 and Step #5 until “all” assignments have been 
answered. 
 
NOTE:  Passing score for each assignment is 70%.  The overall 
combined/aggregate passing score for each course is 70%.  If the cadet 
failed the lesson, make a note on the hard copy answer sheet.  You cannot 
submit answers for failed lessons until answers for ALL lessons have been 
entered.  Don’t even try!! The system will not let you.  After you have 
entered the answers for ALL assignments, and IF the overall score of the 
course is less than 70%, inform the cadet of the status concerning the 
failed lesson or lessons.  Instruct the cadet to redo those lesson(s). 
 
Grading Failed Assignments 
 
After entering answers for ALL lessons and the overall score for the course is 
less than 70%, as mentioned above you must inform the cadet of the failed 
lessons.  Okay, the cadet has redone the lessons and has presented you with 
the answers for the failed lessons.  You are now ready to enter the answers for 
the failed lessons.  Follow these steps. 
 
Step # 1.  By clicking “Grade Assignment’s” from the menu the following screen 
will appear. 
 

 
 



Step # 2.  Enter the ssn of the cadet and click the “Proceed” button and the 
following screen will appear. 
 

 
 
Step # 3.  Click on “View/Submit Answer” link and the following screen will 
appear. 
 

 
 
Step # 4.  Click on the “Submit Answer Sheet” for the failed assignment and a 
blank answer sheet will appear.   Follow the steps for “Grading an Assignment” 
until all failed assignments are corrected. 
 
NOTE:  Any assignment below 70% is a failed assignment.  ALSO, the 
combined/aggregate passing score of the course is 70% or higher.  As a result, 
you may not be required to re-grade “all” failed assignments. 
 
 
Print a Completion Certificate 
 
Step # 1.  From the screen below, you can select from the menu on the left “Print 
Completion Letter” OR from the drop-down menu from the banner “Print 
Completion Letter”.   
 

 



 
By clicking on “Print Completion Letter” the following screen will appear. 
 

 
 
Step # 2.  Enter the ssn of the cadet, click on the “Proceed” button and the 
following screen will appear. 
 

 
 
Step # 3.  Click on the “Download Completion Letter (PDF) bar and the following 
screen will appear.  (This is an example.) 
 



 
 
 
Step # 4.  On the toolbar, click on the printer icon.  Place the Completion 
Certificate in the cadet Service Jacket and annotate the Record of Cadet 
Advancement. 
 
 
 
 
 
 



 
CADET ENROLLMENT STATUS 

 
 At any given time you may verify the cadet’s enrollment status with CNET.  
It is a way to double-check your input into the CNET database.  The system will 
assign a “status” to each course.  These are explained as: 
 
 False:  Cadet has “not” completed the course OR failed the course. 
 
 True:  Cadet has completed the course and received a passing grade. 
 
Following these steps you may check the enrollment status of the each 
cadet in your unit. 
 
Step # 1.  Log-on to the site.  From the screen below click on the “View 
Enrollment Status” icon 
 
 

 
 
And the following screen will appear. 
 

 
 
 



Step # 2.  Enter the ssn of the cadet and click the “proceed” button.  The 
following screen will appear. 
 
 

 
 
 
The first course listed indicates the course with which the cadet is currently 
enrolled.  Notice under Completed the word “False”.  This simply means the 
cadet has “not” completed the course.   
 
 
CHANGING PASSWORD 

  
The designated unit course administrator may change the password at 

any given time.  
 
NOTE:  The password will expire every 60 days.  When you attempt to log-on at 
the Shared Authentication Services Page the system will provide a message 
indicating “Your password has expired.”  To update/change the password, follow 
these steps. 
 
Step # 1: From the Shared Authentication Services Page (below) click the “I 
Forgot My Password” link from the menu on the right 
 



 

 
 
AND the following screen will appear. 
 

 



 
 
 
Step # 2.  Enter you last name, ssn, and by clicking on the drop-down menu’s 
highlight your day, month and year of birth and click the “Continue” button.   A 
second screen will appear prompting you to create a new password.  When 
finished click the “register” button. 
 
Forgot Your Password? 

 
Follow the steps in above section. 
 
 
  
  
 
           
  
 
 
 
 
  
 
 
 
 
 
  
  
  
 
   
       
 
   
  
 
  
 
 
 
 
  
 
 
 
 



FREQUENTLY ASKED QUESTIONS 
 
 

Q. How do I change a Social Security Number for a Cadet? 
 
A. First of all, DO NOT ENROLL THE CADET A SECOND TIME WITH 
ANOTHER SOCIAL SECURITY NUMBER.  IF you did, you must email Mr. 
Bunting at sbunting@navyleague.org.  Provide the cadets’ name and the social 
security number you entered for the cadet.  IF, you have NOT entered answers 
for a lesson for the course the procedure to change the social security number 
will be corrected in 3 business days or less.  IF, you discover the error after the 
cadet has received a grade for an assignment or the complete course, this action 
will take an “act of congress” to correct.  This has now become a “privacy act” 
issue.  A check with an outside agency to verify the social security number must 
be done.  Once the number has been verified grades associated with the “old” 
number must be transferred to the “new” number.  This procedure can take up to 
15 working days to correct.   
 
Q. The name of the cadet is misspelled.  How do I make the correction? 
 
A.  Email Mr. Bunting at sbunting@navyleague.org.  Identify yourself as the unit 
course administrator.  Provide him with your UIC, the name of the cadet, ssn of 
the cadet, and the correct spelling.  
 
Q. I am the new unit course administrator.   The outgoing person did not 
pass on any information. 
 
A. Contact Mr. Bunting via email at sbunting@navyleague.org.  Introduce 
yourself as the new unit representative/training officer.  Follow the instructions 
under New Unit Procedures to obtain a Navy Knowledge Online (NKO) 
username and password. 
 
Q.  I wasn’t paying attention and enrolled a cadet in Seaman Course.  The 
cadet is new to the unit and should be enrolled in the BMR.  How do I 
correct this problem?  
 
A.  Email Mr. Bunting with the information.  The proper action will be taken.  
When notified by Mr. Bunting the action is complete you may enroll the cadet in 
the proper course.   
 
Q. According to Cadet Smiths’ training record she has completed the BMR 
and Seaman course.  I am the new Training Officer.  I enrolled her in the 
PO3/PO2 course.  When I click on the icon “View Enrollments” the system 
indicates she is only enrolled in the PO3/PO2 course.  Why doesn’t it show 
she completed the other courses? 
 
A.  Check the social security number of the cadet.  Be sure it is correct.  It is 
possible someone enrolled her in the BMR and Seaman course under a different 



social security number.  IF this is the case refer to the question above How to 
Change a Social Security Number for a Cadet.   IF this is NOT the case, the 
cadet most likely completed the courses under the OLD system (did not use 
CNET to obtain courses).  Do not lose the cadet’s training record and continue to 
update with new completed courses. 
 
Q. I have a cadet that does not have access to a computer to complete 
courses.  How does the cadet complete the course? 
 
A. Town libraries and school libraries have computers.  Reserve Centers have 
computers.  Maybe the cadet has a friend with a computer.  IF all else fails, the 
course material can be printed from the CD. 
 
Q. I wasn’t paying attention and entered the answers for lesson 1 of the 
BMR for Cadet Smith under Cadet Jones social security number.  Cadet 
Jones is enrolled in the BMR, but has not given me answers.  The system 
indicated a “failing” grade.  How do I correct this problem? 
 
A. Immediately STOP.  Organize the answer sheets.  Return to the icon “Grade 
Assignments”.  Enter the social security number for Cadet Smith and begin 
entering answers for lesson 1.   Once the system grades a lesson you CAN NOT 
make a change.   In this case when Cadet Jones turns in answers for grading, 
you must begin with entering the answers for LESSON 2 and hope that Cadet 
Jones scores well enough to receive and overall passing score for the course.  IF 
not, follow the directions for entering answers for failed lessons.  ATTENTION 
TO DETAIL IS CRITICAL. 
 
Q.  The system indicates Cadet Jones completed at course two months 
ago, but has not received a Completion Letter.  How do I get a Completion 
Letter? 
 
A.  Follow the steps under “Printing a Completion Letter”. 
 
Q.  Cadet Jones was a member of the Sea Cadets and is now on Active 
Duty.  Former Cadet Jones attempted to enroll in another course.  The 
“Active Duty” system would not allow former Cadet Jones to do so 
indicating Cadet Jones was a member of the Sea Cadets.  Cadet Jones 
contacts you (unit course manager).  What do you do? 
 
A.  Contact Mr. Bunting at NHQ.  Provide the former cadets name and date of 
birth.  An email will be sent to CNET requesting a change in the system.  An 
email will be returned to you confirming a change has been made.  Contact 
former Cadet Jones. 
 
 
 
 



Q.  I entered the answers for a failed assignment and received a score of 
70% and I am quite certain I scored higher than 70%.  Why? 
 
 
A.  The system will only give you a passing score of 70% on a failed assignment. 
 
 
Q.  Under “General Information” it appears paper copies of the courses can 
be ordered.  Is this correct? 
 
 
A.  NO.  Sea Cadets are not permitted paper copies of the courses. 
 
 
Q.  As the unit course administrator, how do I remove cadet’s from the 
system that have left the program? 
 
 
A.  Contact sbunting@navyleague.org and provide the cadet name, ssn and 
course they failed to complete prior to leaving the program. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

APPENDIX 



 

 

           

          
  
 
 
 
 
 
 
 
 



 
 

NSCC COURSE LIST 
 

              COURSE NAME     COURSE NUMBER      
BMR                14325 
SEAMAN                14067 
AIRMAN*                14014 
FIREMAN**                14104 
SEABEE, VOL 1**                14234 
SEABEE, VOL 2**                14235 
PO3/PO2                14504 
PO1                14145 
CPO                14144 
Mathematics                14139 
Tools & Uses                14256 
Sound Powered Telephone 
Talkers Manual 

               14232 

Naval Instruction Theory                14300 
* May be done in lieu of Seaman 
Course if assigned to a 
Squadron 
**Only after completion of the 
Seaman or Airman Course. 
 

 

 
 
 
 




